
Labelling Procedures 3.8 Magnetic tape 

3.8.1 Audio cassette tape 

Container item 
Container shelving barcode/ 

accession labelnumber label 

Back of 
container 

Front of 
container 

Short side, top edge 
of container 

Lasermark 

Front of cassette 
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Labelling Procedures 3.8 Magnetic tape 

3.8.1 Audio cassette tape 

Label applied Content Size Production method 
and composition 

Location 

Container item LIBRARY OF CONGRESS 1½” W x ¾” H Thermal transfer Front of cassette 
barcode/accession 
label 

Acquisition 
source/method 

Date of receipt 
Pres. spec 
700-713 

container, spine 
down, top right 
quadrant 

PIN (symbology + 
eye-legible 
number) 

Lasermark LIBRARY OF CONGRESS 1½” W x 1” H Lasermarking Front of cassette, 
Eye-legible PIN machine top half 
Acquisition 

source/method 

Container shelving Assignment 2½” W x ½” H Thermal transfer Short-side, top 
number label Shelving number edge of 

Library of Congress Pres. spec container 
700-713 
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Labelling Procedures 3.8 Magnetic tape 

3.8.2 Video cassette tape


Top 

Lasermark 

Cassette 

Container 
shelving number 

label 

Container item 
barcode label 

Container 
copyright deposit 
extra copy label 

Front and bottom of 
archival container 

Container 
copyright deposit 
extra copy label 

Container 
item barcode/ 
accession 
label 

Cassette 
sleeve 

LC seal 

Container 
title label 

Front, spine and top of 
archival container 
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Labelling Procedures 3.8 Magnetic tape 

3.8.2 Video cassette tape 

ac

Label applied Content Size Production 
method and 

Location 

composition 
Container item LIBRARY OF CONGRESS 1½“ W x 1” H Thermal transfer Bottom edge of 
barcode/ Acquisition cardboard sleeve, 

cession label source/method Preservation spec right side 
Date of receipt 700-711 OR 
PIN (symbology + Bottom edge of 

number) 700-713 right side 

Lasermark LIBRARY OF CONGRESS 1½” W x 1” H Lasermarking Front of cassette, top 
Eye-legible PIN machine half 
Acquisition 

source/method 

eye-legible plastic container, 

Copyright deposit COPYRIGHT OFFICE– 1 ¼” W x 1 ½” H Thermal transfer Front of container, 
extra copy label EXTRA COPY bottom 
(optional) or Preservation spec 

COPYRIGHT OFFICE – 2 ¼” W x 1” H 700-711 or 700-713 
EXTRA COPY – 
DESTROY IF 
DEACCESSIONED 

Container Assignment 1½” W x 1” H Thermal transfer Bottom edge of 
shelving number Service restrictions archival container, 
label Shelving number Preservation spec left side (closest to 

Library of Congress 700-713 spine) 

Container title Title 6” W x ½” H Thermal transfer Center of spine 
label (applied Element 
only to re-housed identification Preservation spec 
cassettes) Item number in 700-713 

series 
Collection name 
Service restrictions 
LC seal 

Container item LIBRARY OF CONGRESS 1½“ W x ¾” H Thermal transfer Bottom edge of 

barcode label PIN (duplicate of PIN archival container, 

(applied only to on discarded Preservation spec right side

rehoused container) 700-713 

cassettes)
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Labelling Procedures 3.8 Magnetic tape 

3.8.3 Video open reel 

Container 
item barcode/ Container 

accession label copyright deposit 
extra copy label 

Container 
shelving number 
label 

Top and side edge of container 1 

1 Used both as storage and shipping container 
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Labelling Procedures 3.8 Magnetic tape 

3.8.3 Video open reel 

Label applied Content Size Production method 
and composition 

Location 

Container item LIBRARY OF CONGRESS 1½“ W x 1” H Thermal transfer Top side (the flat side 
barcode/ 
accession label 

Acquisition 
source/method 
Date of receipt 

Pres. spec 
700-713 

left of the handle), 
top center 

PIN (symbology + 
eye-legible 
number) 

Container COPYRIGHT OFFICE – 1 ¼” W x 1 ½” H Thermal transfer Right of item barcode/ 
copyright deposit EXTRA COPY accession label 
extra copy label 
(optional) 

or 
COPYRIGHT DEPOSIT – 

EXTRA COPY – 
2 ¼” W x 1” H 

Pres. spec 
700-711 or 700-713 

DESTROY IF 
DEACCESSIONED 

Container Assignment 1½“ W x ½“H Thermal transfer Side edge, near 
shelving number Shelving handle 
label number Pres. spec 

Copy number 700-713 
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